li                                      PREOS-WWTING
Precis-writing does not mean paraphrasing. A paraphrase
should contain not only the gist of a passage, but also all its
details, collected and presented in a coherent form. It will
be at least as long as the original. But a precis must always be
much shorter than the original, for it is intended to express only
the main theme shorn of all unessential details, and that as tersely
as possible. A precis in a Government office serves the most
useful and effective purpose of placing before those who have to
deal with the letter or correspondence of which it is a precis, the
salient points of the original so as to enable them to deal with the
subject-matter of the letter or correspondence as completely and
thoroughly as possible. The length of a precis would therefore
depend not on the number of letters and amount of matter a
correspondence contains, but on the number of points or separate
facts involved in it.
That brevity is the soul of wit, everybody has to accept, but,,
it does not imply that any important point or points or matter
may be left out. A precis besides being brief must be complete
and quite satisfying. Again it must be noted that brevity does
not mean a sacrifice of clearness or clarity of thought, vision, or
perspective. If, for example, a letter or correspondence contains
a series of events or arguments, the precis should state them all not
only concisely but also clearly: for a precis, far from clouding or
confusing the purport or meaning of its subject, must present it
in a clear, easily intelligible and understandable manner. If the
precis*writer sees or thinks that he sees any flaw in the argument,,
that is a matter which does not concern him. The drift or sub-
stance is the only thing that he is allowed to think of: this he
must reproduce in the clearest and fewest words. Choice of words
and phrases is another essential feature of a precis. Words and
phrases which do not convey the exact meaning intended by the
subject, should be sedulously avoided. Here it is necessary to
lemark that precis-writing means conveying the purport of a given
subject as is stated or meant to be conveyed in itself, and not